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Introduction

Online filing of your annual continuing education (CEU) report and payment of the associated annual
fee is available at the Supreme Court Commissions / Office of Professional Regulation (SCC/OPR)
web site, at http://www.iacourtcommissions.org. Online filing is mandatory. There is no additional
charge for online filing.

You received the user name / account identification and password you must use to gain access to
your account on the site in a separate mailing within 30 days after you were certified as a reporter, or
in a separate mailing if you were certified at the time the SCC/OPR web site went online in 2006. If
you do not know your user name and password, you may call the Office of Professional Regulation
at (515) 725-8029 to request your user name and a password reset. The Office of Professional
Regulation can reset your password for you, but the process sometimes is not immediate, so you
should allow time for this process if it is necessary.


http://www.iacourtcommissions.org/

General Instructions on Using the Professional Regulation Site

Browser: The site has been tested most extensively using Internet Explorer as a browser. Firefox,
Chrome, Slimbrowser, Opera, Maxthon, and other browsers should function also, but have not been
tested as extensively.

Screen Size: The optimum screen resolution for viewing and using the web pages on the site
appears to be 1024 by 768 or greater, with your text size set at medium in Internet Explorer. It is
possible to use the web pages on the site at a screen resolution of 800 by 600 if your text size is set
at the smallest setting, but you may find it necessary to scroll left and right to view some of the
pages. If you find your page display slightly jumbled or not completely visible, this is an indication
that you need to reduce your text size or increase your screen resolution.

Preparation for Filing Annual Reports: If you are an RPR, you will need to have an electronic copy of
your NCRA continuing education transcript available for upload to the professional regulation site as
part of the reporting process. If you are not an RPR, you will need to have available a list of the
continuing education events you attended during the year. The site generally is ready to accept
annual reports beginning on October 1% of each year. For example, the site should be ready to
accept the reports due on or before December 1, 2016, beginning on October 1, 2016.

Screen Narratives: Narrative instructions are provided for most web pages, generally at the bottom
of the page. In addition, some functions have an initial instruction or advisory page that will be
presented before you actually begin the process. A careful reading of these narratives, especially
the first time you perform a function, will assist you.

Payment of Fees: The fee associated with your annual report is payable at the time a report is
submitted. The SCC/OPR web site accepts payment by credit card (Mastercard, Visa, Discover) or
by eCheck. You will want to have your credit card or bank routing number and bank account number
available when you file your report.

If You Want to Stop a Process : At any time you can halt a process you are attempting to complete
on the site and return to the menu of options available to you, by clicking on the entry “My Account
Page CSR” where it appears on the menu on the left side of your screen.

If You Need Help: General assistance with logging in to the site, password changes, misplaced or
forgotten passwords, or the payment mechanism, is available during normal business hours at the
Office of Professional Regulation at 515-725-8029, or by email to:
BoardofExaminers.ShorthandReporters@iowacourts.gov

Accessing the Professional Regulation Site

The web address for the SCC/OPR web site is: http://www.iacourtcommissions.org

To access the site, just open up Internet Explorer or another web browser, and type or paste this
web address into the address window. A popup notifying you that you are accessing a nonsecure
page may appear - just answer that you want to proceed, and the front page of the professional
regulation site should open.



Logging In

Most site functions for
CSRs require that you log in
as a user. Near the top of

T

the top left corner of the
front page, you will see two
windows labeled
“Username/AccountID” and
“Password.” You will need
to type the user name and
password you received from
the Board of Examiners of
Shorthand Reporters in the
appropriate windows, and
then click the “Login” logo
directly under the Password
window. These entries are
case-sensitive.

The very first time you log
in, you will be shown the
Enterprise  Authentication
and Authorization (A&A)
page described below.

| 107 | Public o | Totorils

Home | Login | Lawyers | Lawyer o | LawFims o | CLE Sponsors o | Shorthand Reporters «

Usermame/Account ID:
For assistance with use of this site, please gnﬁmﬂomu of Professional Regulation at 515-725-8029. Assistance is available during normal business hours. The assistance available includes
an

Password help logging in to the site, LI ‘extensions, approval of CLE events, or similar matters.
IE.B‘_"J Forgot
Faswword This website will be down every day between the hours of 1:30am and 5:00am due fo database maintenance.

Home

Welcome
ity andDislpine Orders

AP TOBACS Welcome o the public senvices page of lowa Supreme Courl Offce of Professional Regulaton. The clckable menu optons on ths page allow any member of the pubicto access a range of services.

Lawyers, certified shorthand reporters, IOLTA banks and sponsors of continuing legal education events may log in to their accounts using the Usemame and Password fields on the left side of this page.
Now CLE Sponsor Registration Requsst A short description of each available service is found in the description box.
New CLE Sponsor Contac Regletraion

NewIOLTA Contact Regiatration

Search What's New

Now Law Firm Contact Rogistration

Contact Uy December, 2013

“This site has undergone a makeover. Allthe same functionaity remains--we have just made pages important to you more accessible.

Search Lawyers

Search CLE Sponsors
Search CLE Events

Search Disabilty and Discipline 0

Description
Recent Disability and Discipline Orders: This process displays the public laviyer disabilty and discipline orders entered during the past 60 days.

Apply to be a CSR: This process allows you to apply to take the examination to become a cerified shorthand reporter in lowa. Based on the information you provide, you wil eceive further instructions
from the Board of Examiners of Shorthand Reporlrs or its administrative office o the tasks you must complete pror o cerication

New CLE Sponsor Registration: This process allows any sponsor of continuing legal education (CLE) programs or classes to registe as an on-line enity.
New CLE Sponsor Contact Registration: This process allows any qualfied person representing a continuing legal education (CLE) sponsor fo register as an on-line user.
New IOLTA Contact Registration: This process allows any qualfied person representing an [OLTA bank 1o register as an o-{ne user.

M Lw i ContctRegsraton: This rocess los anqulfed persontepesenng o cee 3 o uers it fim, thn aya efoes e for ose s b crdtcard o
*check at one time.

Contact Us: This process allows any member of the public, lawiyer, shorthand reporter or sponsor of a continuing legal education event to submit an inquiry on-line fo the appropriate commission of the
Supreme Court or to the State Court Administrator's office.

Certified Shorthand Reporter Search: This process allows you to search the database of shorihand reporters (also sometimes referred to as court reporters) who have been certfd by the Board of
Examiners of Shorthand Reporters to perform shorthand reporting n lowa

Search Lawyers Licensed i lowa: This process allows you fo search the database of lawyers who have been licensed by the Supreme Courtof fowa fo practice av n lovia

Enterprise Authentication and Authorization (A&A)

The first time you access
the SCC/OPR web site, you
will be directed to the
Enterprise Authentication &
Authorization system to set
up your identity baseline.
Setting up your identity
baseline provides you the
ability to reset your
password if you should
forget it in the future.

To start the identity baseline
process, carefully read the
page at the right when it
appears, and click on
“Setup ldentity Baseline” to
continue.

(UDICIAL BRANCH

Suprerne Cout Commissions uses ITE"S Enterprise Authentication & Autharization system which provides users, such as yourself the abity to reset
your password i you should forget . To faciitate this, we require you to provide us with question and anstver pairs which are eferred fo as your
|dentf|t¥ baseline. It s important that you select and answer your questions carefully on the screens that appear during the idenity baseline process
that follows.

Pommmmmm e e m o wmmmmEEEEEEEEEEEE R E N EEE N EEE e E

W7o set up your identity baseling, please clck on this fink; Setup Indenity Baseline I
Forgot Password | |
I you are asked to "Select an Application’ for which you are completing this question and answer process, select "Supreme Court Commissians" for
the application fiom the pul-down menu. You il be reﬂuired toinput your usemare and password as part of this process. When you have
Icompleted this pracess, E[vou vill need to lagout of the identity basefine process and then log in again at ity iacoutcommissions. org with your
juser name and password. |

R R N N R R N N RN I IR R |
In the event you foryet your password n the future, you wil be provided with a ik that states something ke "orgot your password" fom the login
screen I %uu click that fink you will be brought o an |denmﬁ aseline verifcation paye that will allow you to provide the answers to the questions you
selected. Once you answer all questions correctly, you will be able to change your password.

If you have questions regarding the operation of this system, please contact [TE's Hely Desk at 515-281-6703. ITE would fike to thank you for your
partcipation in this project.

Home
Search CLE Events



The site interface with the
Enterprise A&A function is
designed to automatically set
“Supreme Court
Commissions” as the
application for you, so the
page at the right should not
appear. However, if it does,
select “Supreme Court
Commissions” from the long
pull-down menu and then
click “Next.”

The page shown at the right
will appear. You will need to
enter your user name and
password as specified in the
instruction letter you received
from the Board of Examiners
of Shorthand Reporters, and
then click the “Next” button.

After you have entered your
user name and password, the
page shown at the right will
appear. Verify that Supreme
Court Commissions and your
user name are shown in
Stepl and Step 2, and then
click on the “Log On” button
under Step 3 to proceed to
the next page.

Enterprise ASA | IT Enterprise

rprise

y :
NXs N
MO

DAS

Menu Options for this Page:

» Log On  « You are here

Log On - Follow the steps below or tlick hére to use the short form

» Forgot your Password?
» Help with Logging On

» Send us Feedback

Step 1: Select an Application to use:

Pick the application you want to use. It may sirzady be selected for you.

Application: |~Select an Application-- )

Next »

Click here to continue:

You ar= fooking &t the Enterprise ABA Logon screen.
Version 3.2.7

Menu Options for this Page:

» Log On <« You are here

Log On - Follow the steps below or click here to use the short form

= Forgat your Password?
= Help with Logging On

» Send us Feedback

Step 1: You selected Supreme Court Commissions,
If this iz not correct, click the Sack button meake a diffsrent choice.
Step 2: Enter your credentials

Now. =nter the credentials list=d below.
If you don't remember your password, click the "Forgot Password” button.

Account ID: | | L2
Pazzword: | | &
| < Back | | Forgot P: | Cli:kh'=r=[n Nesxt =

You are Inoking ot the Ent=rprise ARA Logon (Enter Credentisls) screen.

Version 3.2.7

T Enterprise | DAS

Menu Options for this Page:

»Log On  « You are here

» Forgot your Password?

» Help with Logging On

» Send us Feedback

Log On - Follow the steps below or click heére to use the short form

Step 1: You selected Supreme Court Commissions,

If this iz not correct, click the Back button make a different choice.
Step 2: You entered pwieck
If this iz not correct, click the Back button make s differant choice.

Step 3: Submit your information.

|

After you have entered your information, click the "Log On” butten te continue. Your user name and password will be checked.
If it's suceessful, you'll go the website you selected.
1f there's & problem, you'll s== = message sbout what's wrong.

Click here to log on:

LogOn>

Contact the DAS-ITE Service Desk if you need personsl assistance.
zrviczd=sk@iowa gov Phone: 515-281-5703 or 1-800-532-1174

Email:

You ar looking st the Enterprise ASA Logon (Submit) screen.
Version 3.2.7



The page shown at the
right will appear, offering
you three menu options.
Click on the “Identity
Baseline” button to begin
the process of creating
your identity baseline.

The page shown at the
right will appear. On this
page, you must select your
two baseline questions
from the pull-down menus,
and input and confirm your
answers to each of these
guestions. When you
have finished selecting
your baseline questions
and confirming your
answers, click the “Save
Identity Baseline” button to
return to the A&A menu
page. You may want to
record the questions and
answers you entered on
this page for future use.

After you have entered
your baseline questions
and answers, you will be
returned to this page,
which will confirm that your
identity baseline has been
saved.

You may now click on the
“Click here to logout” logo
near the bottom of the
page to log out of the A&A
process.

| IT Enterprise

Menu Options for this Page:

Brprise /4

pas

» Main Entry <« You are here

= Change your Password

= Send us Feedback

Account Management for Supreme Court Commissions

Administration Main Entry

Select an action item

Account: PWisck
Ehange the toritrin
Eait your own bazeline:
Exit the A%A service: Logout

Administer Supreme Court Commissions

Select an action item

Request New Application:
pre=s the "Add new Tracker It=m” button to make
an =pp request.

Clicic here to logout

Menu Options for this Page:

» Main Entry

» Identity Baseline  « You sre
here

» Change your Passward

» Send us Fe=dback

Account Identity Baseline Setup

Supreme Court Commissions - Baseline Setup for pwieck

On this page, you can create or maintain your identity baseline. This is 3 set of questions and snswers you estadlish for your accourt. If you farget vz
sccess to you ount.

% 0 ¥
Seme guidelines for setting your baseline:

1. Choose questions and answers that you know well, but that others don't.
2. &veid specisl charscters liks commas or quates that you may not enter the same way later.
3. Ke=p your answers simpie - for example, use “paperboy” instead of “The Des Moines Register paper delivery” for your first job

Select Questions from the dropdown boxes snd enter corresponding Answers

Question 1: What color was your first car or truck? v
Question 2: What teacher hsd the grestest impact on your life? v

R

Confirm:

Connected as PWieck to DominoProvider Click here to logout

You are looking at the Enterprise ABA Initislize Accourk screen.

Version 3.2.7

Menu Options for this Page:

A | IT Enterp.

Enterprise

e

» Main Entry <« You are here

= Change your Password

* Send us Fesgback

@ Identity Baseline data saved.

Administration Main Entry

Account Management for Supreme Court Commissions

Select an action item

Account: Pwisck

Logout

Change the password for this account:

Edit your own bas

Administer Supreme Court Commissions

Select an action item

The regquests pro: r new applications is now

Being done in GForge. Once logg=s on to GForgs,
pre=s the "44d n=w Tracker Item” button to make
= =pp request.

Request New Applicstion:

You ar= looking at Hhe Erterprss ARA Admenistration Mass Entry screen.

Version 3.2.7




When you log out of the A&A
function, you will be shown
this page. You will then need
to manually direct your
Internet browser back to:

http://www.iacourtcommissions.org

and log in to the site again
using your username and
password, at which point you
will see the main menu for
your account page.

Navigating the Menu Page

After you have entered your
user name and password and
clicked the “Login” button, your
personal menu page entitled
“‘My Account Page CSR” will

appear. This page is
structured with two
components. The first

component is the menu of
functions that you can perform
by clicking a button to start the
process.

The second component is a
brief summary of matters
pertaining to you, including
outstanding but unpaid fees,
your current continuing
education status, and any

| l
@ \ Mr(vl'*l\*{ m\\’%’:«

Enterprise ARA | IT Enterprise | DAS

Menu Options for this Page:

ot

(!/ You have logged out of the Enterprise Authentication and Authorization System. To log on click here
You arelocking at the Enterpise ABA Logged Out screen,
Versin 327

My Account Page for Certified St tept

Click hox helow to perform the task.
Maintain Personal Information

Maintain CEU Transcript
Submit &nnual CEL Report
View Prior CEU Reports

Apply for Extension
Apply For CSR Exam

View Payment History

Apply for Certification of Exemption

Request Reinstatement Instructions

Tutorial

08/08/2006 03:09 PM 2005 CSR Late Fee $25 00

Extension and E i |
L

{ Extonci
PR 1

pending continuing education extension or exemption requests pertaining to you. The education
status report is based on the last report filed and your current continuing education transcript, and
will update whenever a change is made in your transcript and when you file your annual continuing

education report.

Maintain Your Personal Information

You should review and update your personal information the first time you access the professional
regulation site, any time thereafter that your personal information changes, and each year before you

submit your annual reports.

To start this process, click on the menu item “Maintain Personal Information” under the General

Functions heading.


http://www.iacourtcommissions.org/

The page depicted at the
right (only the top portion of

the page is shown) will
appear, showing the
personal information
currently stored in the
database regarding you.

Note that the first time you
perform this function, you
may need to enter your
gender and the country of
your residence before the
system will allow you to
complete this function.

~Step 1-

Required fields are identified by an asterisk ()
Click here to learn how to change the read only

items

Address
s 1

Business
Country:

Business ciy: [

Busines:

lowa

:
o —
Zip/Postal Code:

Admission Date: .
Admission Type:
License Humber:

CSR Status:  Active

HCRA Certified: [No =

(mmiddiny)

i
s —
*Gender: .5

When you are done entering the information specified on the page during Step 1, click “Continue.” If
there are any omissions of required data, the system will prompt you to correct them before it will

allow you to proceed.

If your changes are accepted,
you will be shown a page like
the one to the right, marked
“Step 2,” for your review. If
you are satisfied with the
accuracy of the information
shown on this page, click
“Submit” to finish this process
and return to the main menu.
If you are not satisfied with
the information on this page,
you may click the “Back”
button to return to Step 1.

-Step 2 - Maintain Personal Information

Please review the following information. If some ofthe data is incorrect, please click on the '‘Back' button to go the previous page and correct the data.

If all of the following information is correct, please click on the 'Submit' button.

Hame:
SSH:
Username:
Business Address:
Business Address 2:
Business Address 3:
*Business Country:
Business City:
Business State:
Business Province:
Business Zip/Postal Code:
Zip Plus &
Admission Date(mm/ddiyyy):
Admission Type:
License Humber:
CSR Status:
HCRA Certified:

Judicial District:

Method of Shorthand:
*Gender:
Date Of Birth:
Business Phone Humber:
Business Fax Humber:
Mobile Phone Humber:
*Home Address 1:
Home Address 2:
Home Address 3:
*Home Country:
*Home City:
*Home State:
Home Province:

*Home Zip/Postal Code: -

Zip Plus &
Address to use for Correspondence:

*Home Phone Humber: .

Maintaining Your CEU Transcript

Active
No

Your continuing education transcript is available to you at any time during the year. The classes

recorded on your transcript form the basis for your annual CEU report.

We recommend that you

use the transcript maintenance utility to track your continuing education attendance throughout the
year, by adding the events and the units you actually attended at each event as you attend them
during the year. This technique will expedite filing of your annual report at the end of each year.
You will find it helpful to have a list of the events you attended, before you begin the process of
updating your transcript. (Note: RPR’s generally will not need to use the transcript utility, because
their reports generally will be filed using a current NCRA transcript and the information reflected on
it. All non-RPR’s will need to use the transcript function of the Professional Regulation site to track

their continuing education.)



To start this process, click on the
menu item “Maintain CEU -Maintain CEU Transcript
Transcript” on the My Account

This process is used to maintain a transcript of the accredited continuing education events you attend and the

i continuing education units (CEU's) you claim for these events. Reporters who are NOT NCRA Registered

Page fOI' CSR The explanatlo_n Professional Reporters {and any other reporter who elects to report continuing activities actually attended instead of
page shown at the rg ht will submitting evidence of satisfaction of NCRA RPR requirements) should use this transcript utility to report all CEUs

earned for attending continuing education activities during the reporting year.
appear.

NCRA Registered Professional Reporters who meet lowa continuing education rules by complying with NCRA

requirements for retention on its Registry of Professional Reporters are not required to maintain a transcript. In lieu of

completing and submitting a detailed transcript, these reporters may certify their continuing compliance with the NCRA

requirements when they submit their annual report.

& [You are permitted to claim credit for events approved by the NCRA or the ICRA, in an amount not exceeding the credit
Aﬁ-er you have read the approved by those organizations. You also are permitted to claim credit for events not approved by the NCRA or the
instructions noted on thiS page ICRA, but only if these events previously have been approved for credit by the Board of Examiners of Shorthand
L

Reporters. Forms for submitting events for Board approval are available at the Board's web page.

click “Continue” to proceed to
the transcript utility. SRR || 16oA

~Maintain CEU Transcript

Required fields are identified by an asterisk (*)

e T W - e e T
*Sponsoring F Date a ded

Agen *Ci d/yyyy! mm/dd/yyyy)

I I I | | I

|Any [ I |[ 248

Actual
Sponsoring Course Start Attended
Agency itle Date CEUs

No Classes in Transcript

Save

This page allows you to add or remaove continuing education events to or from your transcript of continuing education events attended during the_reportinfg
year. You may add events to }(our transcript at any time during the reporting year - it is not necessary to wait until the annual CEU report actuallx is due. Ifyc
are a Registered Professional Reporter (RPR) currently in tgond standing with the National Court Reporter Association (NCRA) you may certify that status an
repart CEU's directly on your annual repart, and you da nof need to maintain this transcript.

a

Adding events to the transcript is a two-step process. First, you must annotate the fields marked with an asterisk with the Sponsoring Agency Name, Course
Title, Location, Date and Actual Nurmber of CEUs {not hours) you attended. Once you have fully _comgleted the fields, you must clickthe "Add" button to add
the event to your transcript. When %/ou are finished adding events to gour transcript, you must click "Save" to preserve the additions or other changes you
have made. Only continuing education events approved by the lowa Court Reparter Association, National Court Reporter Association or previously approvec
by the Board of Examiners of Shorthand Reporters should be listed on your transcript.

The transcript utility page will appear next. This page allows you to add or remove continuing
education events to or from your transcript of continuing education events attended during the
reporting year. You may add events to your transcript at any time during the reporting year. It is not
necessary to wait until the annual CEU report actually is due. If you are a Registered Professional
Reporter (RPR) currently in good standing with the National Court Reporter Association (NCRA) you
may certify that status and report CEU's directly on your annual report, and you do not need to
maintain this transcript.

Adding events to the transcript is a two-step process. First, you must annotate the fields marked with
an asterisk with the Sponsoring Agency Name, Course Title, Location, Date and Actual Number of
CEUs (not hours) you attended. Once you have fully completed the fields, you must click the "Add"
button to add the event to your transcript. When you are finished adding events to your transcript,
you must click "Save" to preserve the additions or other changes you have made. Only continuing
education events approved by the lowa Court Reporter Association, National Court Reporter
Association, or previously approved by the Board of Examiners of Shorthand Reporters should be
listed on your transcript.



Once you have finished adding events to your transcript and have clicked the “Save” button to retain
the information, you will see a new edition of the page stating that your transcript was saved
successfully. You then may click the “Go to My Account” button to return to the main CSR menu.

Submit Your Annual CEU Report

The site generally is ready to accept annual CEU reports beginning on October 1% of each year. If
you are not an RPR, you should add all of your continuing education attendance information for the
year to the transcript utility and save the information there, before you begin the process of filing your
annual CEU report. If you are RPR, you do not need to add your continuing education attendance
information to the transcript utility, but you will need to have a copy of your NCRA continuing
education transcript available in electronic form, for upload during the reporting process. You also
should review your personal information for accuracy before you begin the process of filing your
annual report. You will need a valid credit card (Visa, Mastercard, Discover) or your bank routing
number and bank account number to pay the fee associated with filing of your report.

To start the process of filing your
annual CEU report, click on the
H “ B This process is used to file your annual report of approved continuing education events. Reporters who are NOT NCRA Registered Professional Reporters (and any other
menu |te m S u b m |t An nua I C E U reporter who elects to report continuing activities actually sttended instead of submitting evidence of satisfaction of NCRA RPR requirements) should use the transcript
» utiity to report all CEUs earned for attending continuing education activities during the reporting year. NCRA Registered Professional Reporters who meet lowa continuing
education rules by complying with NCRA, requiremerts for retention on ts Registry of Professional Reporters are not required to maintain a transcript. In liew of completing
Re p o rt on th € My ACCO u nt P ag € fo r and submitting a detailed transcript, these reporters may certify their continuing compliance with the NCRA requirements when they submit their annual report

~Submit Annual CEU Report

If hardship or extenuating circumstances prevented you from completing minimum CEU requirements during your three vear reporting period, you may request an extension
of time to complete your requirements by returning to the My Account Page for CSR's and selecting the appropriate menu item. The Board does grant extensions of time.
when circumstances warrant, but generally does not grant outright waivers of the requirements.

T h € exp I an a'tl on pa'g €s hOWn at the If yo[u ;io nué eyl;%_a%? in ?léonh;?d regoning in [owla Tnd you:t gre&stem fposilmgt doe; n\:ét1 reqwety?#m;n he Aeligib\ittg eng?ge CmS ;hmh;nd lregoni;lg inlowa, y;u may wn\sh to
H H iapply for & Certificate of Exemption. You may apply for & certficate of exemption by returning to the My Account Page for CSR's and selecting the appropriste menu tem
right will appear. After you have

read the instructions noted on this Go To My Accourt | [ Contiee |
page, click “Continue” to proceed to
the report utility.

Step 1 - Submit Annual CEU Report

Personal Information

You will be shown a screen similar
to the one on the right, which
displays your current personal

NCRA Status

information and your current total of il at e o

CEU’s for the reporting year. You
should review both the personal
information and the CEU total for

aCC u racy. 1Please answer ALL Questions

Have you ever been convicted of a misdemeanor related to the profession of
shorthand reporting or of any felony ? Yes No

If yes, please provide allthe particulars not previously reported to this Board

Maintain Personal Information

Please verify the information above. If corrections are needed, click on "Maintain Personal Information" above and make the correction

If you need to update the personal | B
information, CIiCk the appropriate st Y Wit 18Shect 10 your brior Sourt reporina Ezljjjz‘:?wn.,..».,,,m..mw:.m,wh..‘:.ym,'.‘..mun...ma‘.n.‘.
button at the bottom of the page to ‘ o
access the Maintain Personal =
Information utility. e e rtmmpres

Attach NCRA Transeript |CErewee. ][ Upioad |
After you have performed any e o S G i o e o s
necessary updates, begin the | »

Submit Annual CEU Report process
again. All reporters must answer
the two questions posed.

porters and declare under penalty of periury that this report, which states




Non-RPR reporters should review the Continuing Education Activities Summary to verify that correct
totals are reflected based on their transcript. If the totals shown do not reflect the activities attended,
the reporter should exit the report utility and update their transcript before returning to the report
utility to finalize the report.

RPR reporters must upload an electronic copy of their current NCRA continuing education
transcript. To do this, you will need to retrieve your current transcript from the NCRA web site
(www.NCRA.org) and save it to your personal computer as a text or pdf file. Then you must click
the "Browse" button below to navigate to the location you saved your transcript, select the transcript
file, and then click the "Upload" button to cause your transcript file to be transferred to your online
record. The transfer itself will take several seconds before it is complete, depending on your
Internet connection speed.

RPR reporters also must annotate the total number of continuing education units, attended during
their three-year triennium so far as indicated on that transcript.

All reporters must then review the page again, click the “I Agree” block to certify the report, and then
click the Continue button.

A screen confirming the information you | |
provided will appear, similar to the one
shown to the right. You should verify the
information shown on this screen, and then
click the Continue button.

Continuing Education Activities

Iy & Registerad Professional Reporter with the NCRA

c Activities

After you click the Continue button, you will
see the payment screen, which you will use
to pay your fees for the year. Those fees
will include the annual fee, plus a late fee if
you are filing the report after the due date.
You have the option of paying your fees by
credit card (Mastercard, Visa, Discover) or
by eCheck. Select the method you want to
use by selecting the appropriate button,
and then clicking on the “Continue” button. | mbank

You then will be guided through the
payment screens for the method you
selected.

Done @ Internet | Protected Mode: On v R100% v
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Once you have submitted your payment of the necessary fee, you will be shown a payment
confirmation screen, and you will be given an opportunity to print a copy of the payment confirmation

screen to your local printer.

To return to the SCC/OPR web site front page, click the “Go to OPR Welcome Page” button.

File for an Extension of Time to File CEU Report

To start this process, click on “File for CEU Extension” on the My Account Page for CSR.

lowa  Court Rule 46.8
authorizes the Board of
Examiners of Shorthand
Reporters to grant waivers or
extensions of time in which to
fulfill the requirements and file
required reports. This page
allows you to request an
extension of time to complete
continuing education
requirements. The Board
grants extensions of time when
circumstances warrant, but
generally does not grant
outright  waivers of the
requirements. You must
provide a reasonably detailed
and specific statement of the
hardship or extenuating
circumstances upon which your

application is based, and a reasonably specific statement of the relief you are seeking. The Board
generally will approve an extension period of no more than four months beyond the end of the period

Step 1 - File for Annual CEU Report ission Ext
Required fields are identified by an asterisk ()

Hame:

Address 1:

Address 2:

Address 3:

Country:

City:

State/Province:
Zip/Postal Code:
Home Phone:

Office Phone:

CSR Certification Date:
SSH:

CSR Licence Humber:

Please verify the information above, If corrections are needed, please click Maintain Personal Infarmation and make the

necessary correction.

| hereb\{)make application, pursuant to Rule 24.8(2) of the Rules ofthe Board Of Examiners of Shorthand Reporters. (Describe specifically your
reques

‘Hardsmpcli)rrcumstance: :_]
=
H
*Relief Sought:
/|

| hereby certify the facts set forth above are true and correct and that this extension request is made in good fath and not for the purpose of evading the
requirements of Rule 24.8 of the Board of Examiners of Shorthand Reporters.

during which the required continuing education should have been completed.

When you are satisfied with your entries, click “Continue” to proceed to the next step.

In Step 2, you will review your
request for accuracy. If editing
is necessary, click on the
“Back” button to return to Step
1. If the information is correct,
you may submit it to the
commission by clicking the
“Continue” button.

[~Step 2 - File for Annual CEU Report

Please review the following information. If some of the data is incorrect, please click on the ‘Back’ button to go the previous page and correct the
data. If all of the following information is correct, please click on the ‘Continue’ button
Hame:
Address 1:
Address 2:
Address 3:
Country:
City:
State/Province:
Zip/Postal Code:
Home Phone:
Office Phone:
CSR Certification Date:
SSH:
CSR Licence Humber:

1 herehgmake application, pursuant to Rule 24.8(2) of the Rules of the Board Of Examiners of Shorthand Reporters. (Describe specifically your
reques

*Hardship or extenuating circumstance:
*Relief Sought:

| hereby certify the facts set forth above are true and correct and that this extension request is made in good faith and not for the purpose of evading the
requirements of Rule 24 of the Board of Examiners of Shorthand Reporters.

Rule 24 8(2) of the Board of Examiners of Shorthand Reporters authorizes the Board, in individual cases involving disabilty, hardship, or extenusting circumstances,
to grants waivers or extensions of time within which to fulfill the minimum continuing education requirements. This screen allows a CSR to request an extension of
time or waiver of the continuing education requirements. The Board does grant extensions of time when circumstances warrart, but generally does not grant outright
waivers of the requiremerts. You must provide a reasonably detailed and specific statement of the hardship or extenuating circtmstance upon which your application
is based, and a reasonably Specific statement of the relief you are seeking

Continue
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Once you have submitted the
extension request, you will see
the payment method selection
screen. The regular annual
CEU fee will be collected with
any request for a regular CEU
extension unless it already has
been paid for the year. Also, a
$50 extension fee is payable
with any extension request.
When you have selected your
desired payment method, click
“Continue” to proceed through
the payment method you
selected.

At the conclusion of the payment
process, you will be shown a
payment confirmation screen
and given an opportunity to print
a copy of the payment
confirmation to your local printer.

State Of | - Windows Intes - S
4| https//epayment.epymiservice.com/paymentselections dajsessionid=0000mLSWAp » i | ¢ | X Y P~
File Edit View Favorites Tools Help
Favorites * B8 lowa Judicial Branch € State Of fowa -.. X 2~ B - m0 v Page Safetyv Tools~ @~
£ pRvACY| @ cusTOMER SERVICE| (B HELP| 1 EXIT
Make a Payment - Office of Professional Regulation
PAYMENT METHOD SELECTION
Please choose a payment method:
Chedking/Savings Account (eCheck)
Debit Card
e -
powered by
[Ebank.
Done @ Internet | Protected Mode: On w v R100% v

You should check the "My Account" page later to view the message approving or denying your
application after it has been acted upon. If you do not see a message on your "My Account" page or
receive an e-mail message approving or denying your application within ten days, please contact the
Board’s office at the e-mail address Boardof Examiners.ShorthandReporters@iowacourts.gov

To return to the SCC/OPR web site front page, click the “Go to OPR Welcome Page” button.

Apply for a Certificate of Exemption

To start this process, click
on “Apply for Certificate of
Exemption” on the My
Account Page for CSR.

You will see an explanation
and personal information
confirmation page similar to
the one shown to the right.
After you have read and
understood this explanation,
click the “I Agree” block and
then click the “Submit” box
to submit the request.

—Step 1 - File for Certificate of Exemption -
Required fields are identified by an asterisk ()

Hame:
Address 1:

Address 2:

Address 3:

Country:

City:

State/Province:
Zip/Postal Code:
Home Phone:

office Phone:

CSR Certification Date:
SSH:

CSR Licence Number:

Maintain Personal Information

Please verify the information above. If corrections are needed, please click and make the

necessary correction.

Certified shorthand reporters who are not actively engaged in pracﬂce in lowa may obtain from the Board of Examiners of Shorthand Reporters a
certificate of exemption from continuing education requirements R who receives a certificate of exemption may not engage in the practice of
shorthand reporting in lowa without first complying with the regulatlons regarding reinstatement from exermption. Requirements for reinstatement
are set outin Rule 24.8(4), which should be reviewed carefully before submitting an application for exemption. Reinstatement from exemption
generally requires payment of a fee, the filing of a reinstatement application, and showing satisfaction of the continuing education requirements the
reporter would have performed had he or she remained active during the period of the exemption. In addition, remaining in exempt status for more
than three years may preclude reinstatement and require passing the examination again unless the reporter remains active in another state or the
District of Columbia while exempt in lowa.

1 hereby make application, pursuant to Rule 24.8(3) of the Rules of the Board of Examiners of Shorthand Reporters, for a Certificate of
Exemption from the requirements for mandatory continuing education of the Board of Examiners of Shorthand Reporters. | understand that
once granted a C of 1 will be in of the Board rules if | engage in the practice of shorthand reporting within the
State of lowa without first having been reinstated pursuant to Rule 24.8(4) of the Rules uﬂhe Enard of Examiners of Shorthand Reporters. |
certify that | will not engage in the practice of shorthand reporting within the State ut first having been so reinstated. | further
certify that | understand the requirements for reinstatement setRLortlrl‘m Rule 24. 814) ofthe Rules of the Board of Examiners of Shorthand
porters.

i agree
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When you have submitted this

request successfully, you will ~Step 2. Filefor Certficate of Exemption
be shown the confirmation
screen depicted to the right. A Hame:

i Your application has heen submitied. You should check the "My Account' page faterto view the message appraving or denying
statement  regarding  the fou appcton e as b aced upo. o do o see & message rfecingapproval o cen it 10 gy, lease
application also will be contactthe Board's adminishative affce at the email address shr@ib.stateia.us. A cerfcate of exemption wil be mailed o you
displayed on your menu page the exermption application is approved.
under the Extensions and GoToMyAecout
Exemptions block.

Request Reinstatement Instructions

If your license status is inactive or exempt, or if you license is suspended for failure to comply with
reporting and fee payment duties, you may request instructions on the steps you must take to
reinstate your license to active status.

To start this process, click on “Request Reinstatement Instructions” on the My Account Page for
CSR.

The page depicted on the right

will be displayed. You will

need to enter current address i v =2 S g o S

and other contact information, "Address to use for [ |jome [C |Busincss
[

Step 1 - Request Reinstatement Instructions

Correspondence

and then click “Continue” to “Malling Addres=1°

Mailing Address 2: [ :
proceed to the next step. Mailing Address 3: | ]
*Country: ~1
~City: | 1
TState: ...l

Province: | 1
Zip/Postal Code: | I = l ]

Phone Number: | ] FExt
{3 3 =3 3 = ) l |

Email Address: [ 1

| Back | | Conlinuc |

T Step 2 - Reqquest Reinstatement Instructions
If you have entered all |
required information on the  Sa3g e the following intormation, It some o the data 1=
prior page, you then will be 835 8 cerrectine sate, Ital of tne eliowing informarion is
shown a confirmation page Name: PAUL L1 WIECK
. *Address for Correspondance: Otfice
like the one shown on the “Malling Address 1: .ludicial Branch Buiilding
r|ght You will need to Mailing Address 2: 1111 Easl Courl Avenuc
. . Mailing Address 3:
review and confirm the “Country: lInited States
accuracy of the information “Clty: Dos Moinos
. . *State: |lowa
you provided, and then click Bhoalinces
“Submit” to send the request “p/Postal:Code: 50325
. Phone Number: 515-725-8029
tO the Oﬁlces Of the Board- Email Address: paul.wieckii@jb.state.ia.us
Cack | [ Submit |
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When you have submitted this
request successfully, you will be
shown the confirmation screen
depicted to the right.

To return to the main menu, click
the “Go To My Account” button.

Review Your Payment
History

To start this process, click on
“‘Review Payment History” on the
My Account Page for CSR. If you
review this after you have
submitted a report and paid the
associated fee, the fee payment
you made should show up under
the history.

To return to the main menu, click
the “Go To My Account” button.

View Your Prior Annual CEU
Reports

To start this process, click on
“View Prior Annual CEU Reports”
on the My Account Page for
CSR. A list of the annual CEU
reports you previously have
submitted  on-line  will  be
displayed. You may see the
content of each report by clicking
on its listing. Reports submitted
in paper form are not available for
viewing through this process.

To return to the main menu, click
the “Go To My Account” button.

-Confirmation - Request Reinstatement Instructions Submitted——

Your request for reinstatement instructions has oeen submitied. You will
receive a message or letter describing your individual requirements for
reinstatement within ten days. If you do not receive a message or letter
coniaining reinsiatement instructions within ter days, pleese contect the
commissions’ office at the e-mail accress cle@jb.state.ia.us or

cient.security@jb.statz.ia.us or by telephone &t (515) 725-8029.

Go To My Account

JUDICIAL\BRANCH

vV A B

Review Payment History
Payment Date Internal /External | Amount | Product Code Product Description ePayment Transaction ID

No Payment History Available
No Payment History Available

Go To My Account

This screen allows you to see the history of past fee payments you have made to the Board of Examiners of Shorthand Reporters. The fee
payment history reflected on this screen includes only payments made using the on-line payment mechanism on the Board's web site. The
hhgtory shown here does notinclude payments made to the Board by other means, such as check or cash payment atthe Board's administrative
office.

~View Prior CEU Reports

No Reparts Avalable

‘ Go To My Account ‘

This screen allows a CSR to download capies of prior annual reports previously fled by the CSR. Orly prior reports fled
optgne are available for viewing at this screen. Reports filed in paper form by regular mail are not avalable for download
at this screen.
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